
DOI LEARN TUTORIAL 1.1 
 How to Update Your User Profile 

 
In this tutorial, you will learn, step-by-step, how to update your DOI LEARN user profile.  
 
Step 1:  Begin by accessing the DOI LEARN website.  You will see the opening log in screen below.  
Enter your user name and password and select “Log On”.  If you have any vision impairment, be sure 
to select “Yes” for “Turn on 508 Compliance”. 
 

 
 

Hint:  If you haven’t done so yet, “Favorite” this page for future use. (Click on “Favorites”, “Add to 
Favorites”, “OK”) 
 

 
 
 

 
 
 
 
 
 



 
 
Step 2:  At the “Welcome” screen, select on the “Administration” tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 3:  The below screen appears.  Select the “My Information” tab or link. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 4:  When the below “Edit User Profile” screen appears, enter as many fields as you know.  Use 
only your work information and never your personal/home information.  Many fields are pre-loaded 
into DOI LEARN, so be sure double check that they are correct.  There are some fields you don’t 
know the information for, so skip them, but be sure to fill in the critical fields, which are your work 
address, work contact number and primary supervisor.   
 
Note:  If you see errors in the pre-loaded data, you will need to have your HR Office correct them 
through FPPS.  
 
IMPORTANT:  Scroll to the bottom of the screen and select “Save” before you close out of DOI 
LEARN, or your entries won’t store. 
 
 

 
 

For help editing your profile, contact your OS Data Steward at: 866-466-1998 
For help with system specific problems, contact the vendor at: doilearn@geolearning.com  
 
Hint:  Always log off DOI LEARN using the “Log Off” option and not the “X” at the upper top right corner of 
your browser window.  You may still be running if you don’t and slowing the system down. 
 


